Document Help - Tip #67

To create a report and have it print out information from a selection of records from a specific
table a user should follow these simple steps.

The example we will use is a the selection of [Company] records seen below in Figure 1.
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To create a report that will print out information on this selection of records, the user should go to
the [Document] table and click the Add button. In Figure 2 below an example can be seen of the
new screen that will appear.
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Figure 2
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Next, the user should choose the [Company] table (#12) in the field.

After choosing the correct table the user should create a document and choose the fields that
he/she wants to be printed out.

When the user has finished the document, the Accept button should be clicked and the document
saved.

The next step in printing out this new report is for the user to go to the [Company] table and
choose a selection of records to be used for the report. As seen in Figure 1 above.

After the selection is made, the user should click the Print button at the bottom of the list screen
and choose the document number that he/she just created. As seen if Figure 3. Finally he/she
should click Print and wait for the report to print out.
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Figure 3
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